USAREC Pam 601-32
Chapter 22
SC Managing Temporarily Disqualified Records
22-1. General.

a. To manage records that your recruiter has identified as temporarily disqualified is easy. After com-
pleting your DPR with your recruiter all you need to do is approve the temporary disposition and then tempo-
rarily reassign those records to you. Using the temporary reassignment, the records will automatically be
reassigned back to your recruiter on the date you set. This will allow your recruiters to work only those

records that are potential candidates and leave the recruiter's database free of temporarily disqualified records.

b. This process was established to assist you with managing your ARISS-RWS Leads-Reports data-
base and those of your recruiters.

c. The following steps show you how to manage temporarily disqualified records:
(1) Define temporarily disqualified.
(2) Reassign temporarily disqualified records.
(3) Review records with create List.
(4) Review and annotate next action.
22-2. Define temporarily disqualified.
a. The disposition listed in table 22-1 will show a record as temporarily disqualified in the ARISS-RWS
Leads-Reports application. By temporarily reassigning these records to yourself, you will be able to auto-

matically suspense the records for followup and keep your recruiter’'s database free of disqualified records.

Table 22-1
Disposition Codes

ARISS-RWS Applicant Status

Product of Final ARISS-RWS Disposition ]
Applicant DEP DTP Lead Prospect

Declined

Incomplete Medical Records
Moved

Not Interested

Not Interested - College

Not Interested - Continuing Education
Possible Transfer

PT Fall

Temporary Unqualified
Unable to Contact
Unqualified ASVAB
Unqualified Dependents
Unqualified Education
Unqualified Moral
Unqualified Physical
Unqualified Underage
Unwilling to Commit

XXXXXXXXXXXXXXX
XXXXXXX XXXXXX

X X X X
X X X X
XXXXXX XXX XXXXXX

X

X

b. To utilize this process, your recruiters must identify and record a temporary disposition code on each
of the records that have been found as disqualified. Instruct your recruiters to code each record with the
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correct disposition code and record any additional information in the Comment section on the Contact
History screen. Once they have updated those records that are temporarily disqualified, have them repli-
cate.

¢. You will need to replicate after your recruiters have annotated records as disqualified and replicated
to ensure that your ARISS-RWS Leads-Reports data is up-to-date.

'b/You will need to be connected to your ISP and have a secure tunnel to replicate. As soon as you finish
replicating, disconnect from your ISP. If you need assistance, review chapter 3 involving logon.

d. Now that you have completed replication, select File and then Open to access the Find screen. You
can also click on the Open Folder icon E? .I to access the Find screen.

s ______§H e. From the RSID drop-down
nup Bl ] Lar mesewm | arrow select the recruiter that you

AR =R = = ps | Will transfer the records from. You
rametll [FPTPTTY- |  lmpws  [D=iBs]  may also select the Status or Disp
Cd to narrow the search for the

records. Select Find Now .

Ib('You only need to do the next step if you do not want your recruiters to have those records that are
classified as temporarily disqualified. If you leave the records with your recruiters, review each record and
annotate your comments in the Contact History screen.

22-3. Reassign temporarily disqualified records.
a. Thatrecruiter’s records will e /I =

displayed on your Find screen. Se- [ iirier w5 [ (e m 3 E
lect the records you want reassigned

.. . +vogentalll TTTETER | [Tl &1
by clicking once on their name. The ... - .?.:' A m |
line should turn blue. Click onthe Re- ! ! Al =y — D] g |

e Framy Basor Erania T el L -

assign button to continue.

i . = -

'b/You can select multiple records by choosing the first record then scrolling to the bottom of the list (while
holding the Shift key) and selecting the last record.

b. The Reassign screen will appear
with all the records that you had selected.
The From Recruiter should be the re-
cruiter you're transferring from. Select
yourself from the To drop-down arrow.
When you select Temporary the date
fields will appear. Enter today’s date in
the From field. Determine what date you
want the record to be returned and enter
that date in the To field. The To date can
be the suspense date that you want the
" ; 4 record to be returned to your recruiter for

o | vl | his or her further action. Select the appli-
cant record or records you will be reas-

signing by clicking once on their name. The line should turn blue.
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‘/You can select multiple records by choosing the first record then scrolling to the bottom of the list (while
holding the Shift key) and selecting the last record.

c. When you have selected the records that meet the date range click the Apply button to tag those
records for reassignment. If there are other records that you want to suspense for a different date, follow the
above steps until you have tagged all of the records that you identified for reassignment. Once you are
finished the Reassign screen will close and you will return to the Leads-Report main screen. To complete
the reassignment process select File and then click on Replicate/Project . The projection and replication
window will appear. Select Replicate Only .

I5«"The recruiter that is losing the records will need to replicate after you.

d. The next time that the recruiter replicates he or she will receive a message that records are being
reassigned. Once the recruiter receives this message he or she needs to replicate again to remove the
records from their database. You should wait a short period of time after your recruiter is notified of the
reassignment before you replicate again to receive the records that you reassigned to yourself. Follow the
above procedures to replicate again to receive those records.

'b/Remember that you must be connected to your ISP and have a secure connection as reflected by the
green T with a lock symbol to perform replication.

T | e. Once you have replicated, go to
e o - the Find screen. From the RSID drop-
' - _ down arrow select your name and then
e select Find Now . This will show all of

L g ] s . .
I [ o - the records now assigned to you. Since
= P Mt s Mgl you have reassigned these records first

you now need to approve the disposi-
tion actions recorded earlier by your re-
cruiters. You can do this from the Find
screen, but to save time recommend you
use Create List . Using the Create List
function will save you time by allowing
you to annotate the Contact History quickly. To utilize the Create List , click on Cancel to close the Find
screen.

22-4. Review records with create list.

a. Now click onthe ARISS-RWS tab. Select MIS- | fssiFs
CELLANEOUS and then select Create List. The I

-2 SCHOOL ) i

=1 MISCELLAMEDUS Create List parameter screen will appear for you to

BN ek establish your search criteria. The Search For drop- el
DEP/DTP Transfer and 25| down arrow will show all of the data fields that can be 2

-] REPORTS selected to make your search as general or specific i

as you need. st

| e e, e

1P ] T el e 5.
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oo b. When you have identified the

T — . i ——— Search For item, another box will ap-

. T eyl gy Pt | pear for you to further identify the pa-

rameters of your search. You can se-

lect more than one item from the param-

., eters identified under the Search For

criteria. You can do this by clicking on

the first item and then hold down the Shift key and click on the last item and it will highlight all items in

between. If you want to select specific items, hold down the Ctrl key and click on each item that you want as
the search parameters.

L=

' = c. Click Apply to set the search pa-
rameters. If you need to make a change
on one of the selected parameters, high-
light the item in the screen and click on

ko T Clear. This will remove the item from the

T ey
e — Search For Window. Once you have es-
tablished your search parameters, click on

OK.

L - e | Question

I::!l) Save Query Parameters?
d. This will start the search. You will be prompted to save your search

parameters. Click on Yes or No. No |

e. Records meeting your
search criteria will be displayed.
To update the Contact History
screen, double click on the
applicant’s record that you want
to review. This will take you to
L R the Prospect Record or Lead
“iG Ha NPEER o LETE Information screen depending
i T e i oM on the applicant’s status.

Bl 1 cppeina Fama FLit

R [} pame | mdr
Al HAHLIIH Cfgpame i mre
b HAMLIUH flren Amands B (L1 EL

A4l HaML TN S faske

I'ulI

N ]

f. If you open a Lead Informa-

tion record and the ARISS-RWS tab Exrgerers Lo FETRE ] P

is grayed out, you need to enter a Soa FATAET — e —ara

Lead Source code before any fur- saar b - -

. . e Lag G Doy T Lidm

ther actions can be accomplished. (=== [r— == i v |
s
R A T i piieemmr e amp
e T S iy [ =1 P -I Ere | RIS oy |
t-nll'-- 1 mﬂ-\h T n-!.—-bd-- v st tm |l
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22-5. Review and annotate next action

ﬂﬁ’hiw'j?“'dﬂ“ a. Click on the ARISS-RWS tab. A menu will appear, select Contact His-
| ;"". Prequiaifoation tory from the ADMINISTRATION menu.

i [£% Contact Histary

[ Prospect Record

I Sales Presentation

oleEE] Aliazes

i Mame Preference

[ Foreign Language

i @ MEFS Frocessing Resulty
“.[5gs| DEP/DTPAUnit Member

42, SCREENING
[+ Q{ FERSOMAL

L BE e mirmme e

b. Using the scroll bar ===
inthe History section of the e Rme B0 W R TS
Contact History screen,
you can review all entries
made by the recruiter, in- % e e G B Sl | S |
cluding those previously ap- s commens |
proved by you.

Hemarba

I -
‘Ao [T 2] QeI tww TR Fieeds [TRETET 5 o To reflect that you re
atge [T =1 S ey e =]  Vviewed entries select the Action
et | drop-down arrow in the Today

section. Your only selection is

REVIEW, so select REVIEW.
Select the Results drop-down arrow and choose CONDUCTED. Ensure that the Disposition has the ap-
propriate disposition code listed. You can annotate your comments in the Remarks section.

d. Since thisis atemporary reassignment and the records will be automatically reassigned back to your
recruiter you will want to en-
ter a Next Action and Date Lo il e Ll e
that are a few days after the o oo = I L
Temporary To date. Enter-
ing this information will suspense the record with the action that you want your recruiter to accomplish when
they receive the record back.

e. Toapprove the ac-

ik

tions that are annotated in Shis e i R b e - fl
the Today section, you mrwm—mmrrm Fﬁ'ﬁm Fe | [ |

must click on the Save e A Corinc o ke ard el e e collega T

iconto move Today’s AC- it suesen T rea[TE B o — =]
tion to the History section. .. 0 et v o e o T

If you fail to save the ac-

tion before annotating the

SC Appr, you will save only the last action in the History section. To move actions from Today, you must
Save first and then complete the SC approval. Select the SC Appr drop-down arrow near the bottom of the
screen and then select Yes.

f. The Yes will now show under SC Appr in the History section. You can enter any additional com-

ments as needed to further identify what actions you want taken on the record. Save the record each time
you approve an item.
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g. To return back to the Create List to annotate another record, click on the Review List = g ;
icon. Select the next record from the Create List and continue the above steps until all records
are annotated with a final disposition code and approved or disapproved. Once you have completed your
list, select the Telephone iconto replicate or select File and then Replicate/Project . The replication window
will open, select Replicate Only .

h. You will find that this process for managing temporarily disqualified records will be faster using the
reassignment and create list process. This will keep your recruiters concentrating on the prospects and
applicants that they are working. It will also allow your recruiters to contact those leads that may be future
candidates instead of spending time trying to sort through records they have already disqualified. This
process will allow you to approve several records in a short period of time, and you are now using the full
functions of the ARISS-RWS Leads-Reports application.
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